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FLOWCHART DETAILS DESCRIPTION TIME FRAME

Received complaint from factory secretary

File the whole set of documents with a summary report  
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Complaint received from respective factory (by HOF, HOD, 
staff workers, etc)

Secretary to record date, time and complaint details in the 
logbook.

Secretary (HQ) to record the details (date, time, factory no., 
department ,etc) of the complaint in TGPAC record. 

TGPAC Secretary to forward all complaint documents 
(including complaint form) to the panel for investigation. 
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